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Managing  Worksite 
Health  and  Safety 
Course 


This  is  a one-day  training  program 
which  was  developed  by  the  Human 
Resources  Division,  for  the 
Departments  of  Energy  / Forestry, 
Lands  and  Wildlife. 


The  program  is  directed  toward 
supervisory  staff  so  they  can  better 
understand  their  roles  and 
responsibilities  in  the  safety  area,  and 
learning  how  to  implement  various 
accident  prevention  strategies  at  the 
worksite. 


The  Alberta  Forest  Service  has 
scheduled  this  program  for  all  their 
Joint  Worksite  Health  and  Safety 
Committees.  Training  will  occur  from 
October  through  to  mid-December 
of  this  year.  Upon  completion  of  the 
one-day  seminar,  each  JWHSC 
member  from  the  Alberta  Forest 
Service  will  receive  the  Alberta  Forest 
Service  “Safety  Officer  Designation”. 
A lapel  and  hard  hat  sticker  will  also 
be  issued. 


Other  Divisions  who  wish  supervisors 
to  attend  one  of  the  programs  should 
contact  their  staff  development 
coordinator  for  more  details. 


Future  plans  are  now  being 
considered  to  provide  an  incentive 
such  as  a lapel  pin  to  all  supervisors 
who  complete  the  course.  It  is  hoped 
that  the  course  will  create  a higher 
profile  through  the  awareness  of  the 
supervisor’s  responsibility  in  the 
safety  program. 


Planning  to  relocate  or  renovate 

your  office?  Security  requirements 
are  often  an  afterthought.  Adding 
security  measures  after  the  fact 
usually  results  in  unnecessary  costs. 
In  evaluating  changes,  it  is  wise  to 
consider  security  requirements  in  the 
planning  stage. 


Information  Tips  on 
Using  VDTs 


A properly  designed  workstation 


Video  Display  Terminals  (VDTs)  in 
the  workstation  need  planning.  The 
equipment  must  be  adapted  to 
promote  user  comfort  and  efficiency. 
In  other  words,  the  computer  and 
furniture  must  be  adjusted  to  the 
user. 

Does  the  workstation  adapt  to  your 
working  needs,  according  to  the 
following  Ergonomic  Checklist?  See 
diagram. 

1 . Head  position.  Is  it  natural? 

2.  Viewing  distance  to  the 

screen  and  document.  Is  it 
the  same? 

3.  Back  support.  Do  you  have 

any? 

4.  Knees.  Are  they  level  with 

the  hips? 


8.  Screen.  Is  it  clean  and 

glare-free? 

9.  Keypunching.  Is  it  with 

fingertip  motion  only? 

10.  Overall  posture,  general 

comfort.  Is  it  straight?  Are 
you  comfortable? 

If  you  look  after  all  10  concerns,  you 
are  in  a better  position  to  prevent 
VDT  "side-effects",  such  as: 

- muscle  and  joint  strain 

- eye  strain 

- psychological  strain 

Consider  some  specific  exercises  to 
reduce  fatigue  and  strains.  For 
example,  rest  your  eyes  every  half 
hour  by  directing  them  away  from  the 
screen  to  another  object  for  a few 
seconds. 


5.  Feet.  Are  they  flat  on  the 

floor  or  the  footrest? 

6.  Arm  positioning  and  reach. 

Are  your  elbows  at  a right 
angle  to  your  body? 

7.  Hands  and  wrist  positioning. 

Are  they  parallel  to  the 
thighs/floor? 


A VDT  health  education  program  is 
available  by  calling  the  Occupational 
Health  Service  nearest  you. 


Edmonton 
Red  Deer 
Calgary 
Lethbridge 


427-7440 

340-5290 

297-6239 

329-5129 


A health  message  from 
Occupational  Health  Service, 
Personnel  Administration  Office. 


DEPARTMENTAL  PERSONAL  INJURY  STATISTICS 
2ND  QUARTER  - APRIL,  MAY,  JUNE  / 88 


YEAR 

FATAL 

LOST  TIME 

MEDICAL  AID 

TOTAL 

1988 

1 

59 

59 

119 

1987 

0 

62 

82 

144 

1986 

1 

33 

43 

77 

1985 

0 

34 

33 

67 

1984 

0 

22 

38 

60 
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O Safety  Award 
Winners 

Peace  River  and  Bow/Crow  Forest 
employees  have  been  recognized  for 
their  safety  performance.  These 
Safety  Award  winners  were 
recognized  for  having  safe  work 
habits  and  demonstrating  initiative  in 
safety  awareness. 

Security  and  Safety  Wise  would  like 
to  thank  the  following  people  for  their 
safety  efforts  while  on  the  job. 


Bow/Crow  Forest 


The  award  for  best  district  safety 
record  went  to  Sundre  Ranger 
District.  The  district  staff  were 
presented  with  a limited  edition 
framed  print  and  a brass  plaque  at 
the  Bow/Crow  Forest  spring  ranger 
meeting. 


L to  R:  Bruce  Cartwright,  Manse! 
Davis,  Mane  Byrd,  Frank  Vandriel, 
Rick  Smee,  Wendy  Hoszouski 
(missing) 


Trades  staff  won  for  best  section 
safety  record.  They  were  recognized 
for  their  safety  efforts  at  a picnic 
lunch  at  the  Calgary  Forest 
Headquarters. 


L to  R:  Ken  Franks,  Carl  Gaede, 
Boyd  Morgan,  Neil  Remple,  Dylon 
Sween,  Bob  Bongard,  Peter 
Swanson 


Peace  River  Forest 

The  safety  recognition  award  is 
presented  to  permanent  staff  who 
best  exemplify  the  departmental 
safety  program  within  the  Peace 
River  Forest.  This  year  recognition 
went  to  the  Clear  Hills  District  staff. 


L to  R:  C.W.  Leary  (Forest 
Superintendent),  John  Branderhorst 
(Co-Chairman  Safety  Committee), 
Wayne  Robinson,  John  Hogue,  Rick 
Prince,  Gregg  Clegg,  Birthe  Baldry, 
Gary  Walsh,  Carol  Lundgard 

The  seasonal  staff  award  was  given 
to  those  employees  who  practiced 
safe  work  habits  and  demonstrated 
initiatives  in  safety.  The  award  this 
year  went  to  the  staff  from  the  Clear 
Hills  Ranger  District.  The  awards 
were  presented  by  the  Safety 
Committee’s  Co-Chairmen,  Carl 
Leary  and  John  Branderhorst. 


The  winners  are:  Randy  Rowe,  Karl 
Anderson,  Robert  Thompson,  Rick 
Manwaring,  Frank  Sleil,  Charlie 
Solmond,  Trevor  Hoover,  Rich  Buker 


>dlb0lta  PROTECTING  INFORMATION 
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O Information 
Protection 

Information  - defined  as  knowledge 
acquired  or  derived,  facts  or  data  - is 
a recognized  asset  of 
Energy/Forestry,  Lands  and  Wildlife. 
It  is  a valuable  asset,  and  also  the 
most  vulnerable.  We  can  lose  it  and 
not  be  aware  of  the  loss.  It  exists  in 
several  forms:  handwritten,  printed, 
verbal  and  electronic  information. 

The  trend  to  networking  and 
decentralizing  data  and  software  from 
"protected"  computers  and  facilities 
to  "unprotected"  computers  in 
uncontrolled  locations  is  placing 


greater  emphasis  on  the  need  for 
information  protection. 

Surveys  indicate  that  85  per  cent  of 
incidents  of  information  loss  involving 
computers  were  committed  by  trusted 
employees,  and  roughly  90  per  cent 
of  these  incidents  were  non- 
technical. This  suggests  that 
information  protection  through 
electronic  data  processing  security 
should  be  treated  as  a people 
problem  rather  than  providing  a 
technical  solution  involving  the  use  of 
expensive  add-on  security 
hardware. 

The  following  survey  questions  are 
intended  to  create  an  awareness  for 
information  protection. 


Questions  Concerning 
E.D.P.  Security 

1.  Can  the  equipment  be  freely 
accessed? 

2.  Can  anyone  enter  the  facility 
unchallenged? 

3.  Is  the  equipment  physically 
secure? 

4.  Is  access  to  the  office  controlled 
after  hours? 

5.  Can  systems  be  used  after  work 
or  on  weekends? 

6.  Can  desktop  computer  screens 
be  viewed  from  a distance? 

7.  Are  access  passwords  kept 
confidential  (memorized  by 
employees  and  not  written  on 
desk  calendars,  notepads  or 
bulletin  boards)? 

8.  Does  the  system  handle  sensitive 
data? 

9.  Is  computer  repair  work  done 
on-site? 

10.  Does  each  application  have 
logical  level  of  authorization? 

11.  Is  computer-security  awareness 
part  of  employee  training? 

12.  What  procedures  are  used  to 
change  software  and 
programming? 

13.  How  is  media  backed-up  and 
stored? 

14.  Are  accidental  hazards,  such  as 
magnetism  and  sunlight, 
prevented  from  damaging  discs 
and  tapes? 

15.  Are  all  screening  and  hiring 
procedures  adequate? 


Computer  crime  is  defined  as  the 
use  of  a computer  for  any  reason 
other  than  intended  by  management. 
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O Prevent  Theft  At 
Your  Workplace 

The  theft  of  personal  items  (wallets, 
purses  and  keys)  is  an  ongoing 
problem  that  is  best  discouraged  by 
employees  keeping  an  eye  on 
strangers  visiting  their  workplace. 

Recommended  procedures  for 
discouraging  theft  during  regular 
working  hours  are: 

1.  Reception  areas  should  be 
established  where  possible  and 
occupied  at  all  times,  including 
during  lunch  and  coffee  breaks. 

2.  All  valuable  items  (wallets, 
purses,  keys)  should  be  kept 
out-of-sight,  preferably  in 
locked  desks  or  cabinets. 

3.  All  visitors  should  be  questioned 
as  to  the  purpose  of  their  visit. 

4.  Receptionists  should  arrange  for 
the  visitor  to  be  escorted  to  their 
destination.  Do  not  leave  the 
visitor  alone  at  the  reception 
area. 


safety.  The  following  procedures 
should  be  considered. 


Preventing  Robbery 

- Employees  should  observe  and 
report  suspicious  persons. 

- Is  the  office  isolated  from  other 
businesses? 

- Does  the  office  operate  after 
regular  working  hours? 

- Cash  registers  should  not  be 
located  near  exits  or  within  easy 
reach  of  customers. 

- Minimize  cash  kept  on  the 
premises. 

- High  risk  locations  should 
maintain  a record  of  selected 
bills  by  recording  serial 
numbers. 

- When  making  bank  deposits, 
vary  the  route  and  time. 

- Conceal  the  deposit. 


- Request  witnesses  to  remain 
until  police  arrive. 

- Assist  police  by  providing  full 
details  of  the  robbery. 


//////////////////// 

Apology 

In  our  June  1988  issue  of  Safety 
Wise,  the  article  "Pine  Ridge  Forestry 
Nursery  Staff  Receive  Life  Saving 
Awards"  was  included. 

We  went  to  great  lengths  to  give 
recognition  to  the  two  employees 
involved  with  the  life  saving  efforts 
and  the  awards  presented,  but  we 
neglected  to  give  any  recognition  or 
thanks  to  the  employee  health  service 
nurse  who  had  held  the  health 
education  program  on  the  Heimlich 
maneuver  (a  life  saving  procedure 
used  to  revive  a choking  victim)  in 
June  1987  prior  to  the  incident  of 
October  27,  1987. 

We  thank  you,  DARLENE 
McFADDEN. 


5.  Attempts  by  strangers  to  solicit 
should  be  discouraged. 

6.  Report  suspicious  persons  to  the 
Corporate  Security  and  Safety 
Branch  at  422-5763. 
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O Crime  Prevention  - 
Robbery  Awareness 

Employees  involved  in  handling  cash 
recently  attended  seminar 
presentations  on  "robbery 
awareness". 

Designed  to  reduce  the  threat  of 
robbery,  the  seminar  also  provided 
employees  with  advice  on  protecting 
themselves  should  such  a crime 
occur  in  their  area. 

Knowing  how  to  respond  during  a 
robbery  is  important  for  personal 


During  Robbery 

- Follow  the  specific  instructions 
of  the  robber. 

- take  no  action  that  could 
jeopardize  individual  safety 

- Be  observant! 

- Take  no  risks  whatsoever. 

After  a Robbery 

- Notify  police  immediately  after 
the  robbers  leave. 

- Protect  the  scene  of  the  crime. 

- do  not  touch  anything 

- lock  all  doors 

- do  not  allow  anyone  to  enter 
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Home  Security  Survey 

Is  your  home  an  easy  target  for  burglary?  Take  this  test  and  find  out. 


Burglars,  like  most  people,  follow  the  path  of 
least  resistance  when  going  about  their  work.  The 
first  step  in  bolstering  your  home  against  break-ins  is 
to  identify  the  features  of  your  home  that  make  it  an 
attractive  target  to  burglars. 

DOORS 

1 . Are  all  outside  doors  made  of  metal  or  solid 


wood? 

Yes 

No 

2. 

Are  there  windows  within  40  inches  of  door 
locks? 

Yes 

No 

3. 

Are  exterior  door  hinges  protected? 

Yes 

No 

4. 

Are  door  frames  strong  and  tight  enough  to 
prevent  forcing  or  spreading? 

Yes 

No 

5. 

Are  all  door  locks  adequate  and  in  good 
repair? 

Yes 

No 

6. 

Are  strikes  and  strike  plates  adequate  and 
properly  installed? 

Yes 

No 

7. 

Is  it  impossible  to  reach  the  locking 
mechanism  through  a mail  slot,  delivery 
port  or  pet  entrance  in  the  doorway? 

Yes 

No 

8. 

Does  the  screen  or  storm  door  have  an 
adequate  lock? 

Yes 

No 

9. 

Are  all  entrances  lighted  with  at  least  a 
40-watt  light? 

Yes 

No 

10. 

Can  the  front  entrance  be  observed  from 
the  street  or  public  areas? 

Yes 

No 

11. 

If  there  is  a sliding  glass  door,  is  it 
impossible  to  lift  it  out  of  its  track? 

Yes 

No 

12. 

Is  a “charley-bar”  or  key-operated 
auxiliary  lock  used  in  sliding  glass  doors? 

Yes 

No 

ENTRANCES  FROM  GARAGE  AND 
BASEMENT 

13. 

Are  all  entrances  to  living  quarters  from 
garage  and  basement  of  metal  or  solid 
wood  construction? 

Yes 

No 

14. 

Does  the  door  from  the  garage  to  the  living 
quarters  have  adequate  locks? 

Yes 

No 

15. 

Does  the  door  from  the  basement  to  the 
living  quarters  have  an  adequate  lock 
operated  from  the  inside  of  the  house? 

Yes 

No 

Start  your  security  inspection  at  your  front  door, 
and  proceed  through  the  house,  inspecting  all  doors, 
windows,  locks  lights  and  landscaping.  Answer  all  of 
the  questions  to  determine  your  family’s 
vulnerability  to  theft. 

WINDOWS 

16.  Do  all  windows  have  adequate  locks  in 

good  operating  condition?  Yes  No 

17.  Do  windows  have  screens  or  storm 

windows  that  lock  from  inside?  Yes  No 

18.  Do  windows  that  open  to  hazardous  or 
high-risk  areas  have  security  screens  or 

grills?  Yes  No 

19.  Are  exterior  areas  near  windows  free  of 

concealing  structures  or  landscaping?  Yes  No 

20.  Are  all  window  areas  adequately  lighted  on 

the  exterior?  Yes  No 

21.  Are  trees  and  shrubbery  trimmed  away 

from  upper  floor  windows?  Yes  No 

22.  Are  ladders  kept  inside  the  house  or  garage 

where  they  cannot  be  used?  Yes  No 

BASEMENT  DOORS  AND  WINDOWS 

23.  Does  the  basement  door  lead  to  the 

outside?  If  so,  is  that  door  adequately 
secured?  Yes  No 

24.  Is  the  outside  of  basement  entrance  lighted 

by  an  exterior  40-watt  light?  Yes  No 

25.  Is  the  outside  basement  door  visible  from 

the  street  or  neighbors’  homes?  Yes  No 

26.  Are  all  basement  windows  adequately 

secured  against  entry?  Yes  No 


Count  the  number  of  "No”  answers  you  circled.  If  you 
have  more  than  a couple,  chances  are  good  that  a 
burglar  could  break  into  your  home.  Consider 
reducing  the  risks  with  simple  improvements  in 
locks,  doors,  windows  lighting  and  landscaping.  You 
may  even  want  to  consider  a home  security  system. 


